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Payline

Payline
Upgrades

Payline has been modified to allow individual employees to request changes to
name, address and federal and state tax withholding information. The requested
changes will be transmitted to agencies via e-mail to Human Resource and Payroll
contacts, as determined by individual agencies, and should be updated in the
appropriate systems, i.e. CIPPS and/or PMIS. All changes to federal and state tax
withholding must be supported by a paper copy of the appropriate tax form (W-4,
VA-4, etc) submitted by the employee to the Payroll office.

Changes may be requested to the following fields:

FASSIZQOTEUNE R

Employee Name: First, Middle, Last

Employee Address

Employee Home Phone

Employee Work Phone

Employee Federal Tax Marital Status — W-4 required
Employee Federal Tax Exemptions — W-4 required
Employee Federal Additional Tax Election — W-4 required
Employee State Tax Marital Status — VA-4 required
Employee State Tax Exemptions — VA-4 required
Employee State Additional Tax Election — VA-4 required
An employee comment box

The employee’s e-mail contact information (pulled from their personal
options information).

Payline can be accessed using the following web address:
http://payline.doa.virginia.gov .

Continued on next page
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Payline, continued

Payline Contact
Information

Profile Data
Change/Inquiry

Agencies are asked to supply the following information as soon as possible to ensure
that changes requested by employees through Payline are communicated
appropriately:

Human Resources Contact Email Address
Payroll Contact Email Address
Payroll Service Bureau Representative Email Address.

The attached form must be completed by each agency and submitted to DOA. When
employees request changes in Payline, an automated email will be sent to the HR and
Payroll contact personnel detailing the changes. The email should be retained as
source documentation for all changes except the tax changes. The employee must
complete the appropriate tax form and submit it to the agency before any
changes are made in CIPPS, regardless of what the employee has entered in
Payline.

Note: Until the contact information requested on the form is provided, emails
generated by employee changes in Payline will go only to the agency Payroll
contact email currently on file.

To access the Profile Data Change/Inquiry function:

Access Payline

Click on Main Menu Button

Click on Profile Data Change/Inquiry Button

Review the Employee Profile Data Information

Click on Edit Button to make changes.

Make appropriate changes.

Once changes made, click on Accept or Cancel.

Emails will be sent to the agency contacts. Agencies may require an
employee to submit further documentation for these changes.
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Payline, continued
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View Employee Profile Data

Enty of data into the following fields indicates a change that is being requested to your payroll record, However, pow may be contacted by pour
agency o provide mupporting documeniation or complete authorization forms.

First Name TEST

Employee's Middle Name H

Employee's Last Name USER

PO Box/dptiSuite

Street Address 1234 LAZY SUMMER ROAD
City RICHMOND

State Vi

P 12345

Home Fhone -

Business Phone

Wiher requesting Federal or State Tec changes, @ W-d and VA-4 form naust be completed and sent to yous paprall or HE office before the
change can be effeckive.

Federal Tax Siatus: 2 - harried No. of Exemptions: 00000 AddT Ami: an
State Tax Status: 2 - Ilarried No. of Exemptions: 00000 AddT Ami: an

% Local intranst
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Payline, continued

Edit Employee
Profile Data

<M Payline Profile Data ChangefInquiry - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiew Favortes Tools  Help s
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Edit Employee Profile Data
EXDN Enty of data into the following fields indicates a change that is being requested to your paproll record. Fowever, you may be conlacted by your
E" agency to provide supporting documendation or complele authorization forms
I Fisth
e
Employee's Middle Mame A
Employee's Last Name [oser
PO Box/AptiSuite e
Street Address 1234 LAZY SUMMER ROAD
City RICHMOND
State a,
Zr 12345
Home Phone e
Business Phone e
When requesting Fedesal or State Tewe changes, a W4 and VA4 form must be completed and send to pour paproll or HR office bafore the
change can be effective.
Federal Tax Status: |2 Married ~|  MNo.ofExemptions: [gooon AM1amt  [pg
State Tax Status: \ 2. Married v | MNo. of Exemptions: [gooon AddT Amt: oo b
Addiional comments ar inguiny text can be entored below:
Commenis:
bt

fty

% Local intranet
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PAYLINE AGENCY CONTACT FORM

Please FAX this form to 804-225-3079

or
Mail this form to: J.R. Rodgers
Department of Accounts
Monroe Building - 2nd Floor
P.O. Box 1971
Richmond, VA 23218-1971
FROM:
(Name) (Agency Name) (Agy #) (Phone #)
Payroll Contact
NAME
Phone No.
Fax No.
E-Mail Address

Human Resources Contact

NAME

Phone No.

Fax No.

E-Mail Address

Payroll Service Bureau Contact

NAME

Phone No.

Fax No.

E-Mail Address
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